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Section · chief Robert L.. Sb:ackelford~ presentl.y assi~ed to 

the 'Identification DiViEion at FBI. Readquc;tl';eers -and for.merl.y tht! 
~ction Chief ·cf Cect;J.on J:S-2 "in the Intelligen~ Di'Vi.ai~ur· eont:actea 
:S_peci.etl Agent.,__ _______ ~_ by telepbono.. ~.:fter being. xeaasurect 
speainl Agent~~~~. 't."ilS ass,igned to the defense tlis:coveJ:1.t · opara.tion, 
l~,. Shackelfo~ a e1ed he stil.l had sorie n:a.tarlal.$ from :us old ·-
tickler, files in .:ts-2 ~1bic..ll. he 1:1~ted w ~ in to our possessi.on-

,nr. Shackel.ford ~-ras. advised w~ l1ad. in~dec!l 't& contact hit.1 
today to.ttet~e. if_ hG :retained any_ such. tie~l~:rs. Se agreed t.fl 
1!-Set. in his office· (P,.oou l.8$53} .. to take -eusto~ Qf the d~ts .ana. 
to furnish him n rec::¢:it>'t. ·· 

. . -

b6 
b7C 

b6 
Aooanpanied'. by I !,. 11110 has- been ·conducting 

the inventory of documents origincil1y seized a;t iJ!BI:. l!eatlgua:r:ters , 
,during August 1976., J: 'ient t.o k.lr. Sha.cltelford~s 1>£fice., :raviei;ed the 
lmlte:rials and £urnisbed a ~o-page :r;eceipt tQ himv a copy of 11hioh is 
a.ttaehed and includG:d a:; part of ~s 1:ecor-d 0£ intemew ... · 

. b7C 

r:r 1.- SbackelfQ?:d advised h~ liad. two' .filing -
cabineto, ..enclt containing two drawers in his o1d of.fice'in tS.~2. · 
Following tho :seizure 'of the documents. in August 1976 iUld th.oi:t 
subsoquent 1:eturn to the xoomc: in tihl.cb 'they we:t:e. locai:elh lie bccamo 
c.oncerned since. he knaw so:ue highly· freasitive lfD:t raater.ial$ t:.--are. in 
the folders_. lfe nowd ll'.an!' of the foldiars llad been inherited ~Y hi-r.1 
£ran bis p~erleceuo:c- Section Chief in XS-2 * Bev therefore., went and 
sp3nt approxi:mately one.""'.half. day o~ ao,;e .reviewing tl'a..e foldeJ;S, _onei 
drawer at a -time. ·· 

I - ~ 

Uost. of the naterials -did not;· pertain to the Weatherman 
· investigation but. related to general overall. policy in :rs-2 Secj:ion: .. · 
m, 1:~ .had s-i!Qtbir\g relevan1'. to the prQSeouil(m e.,'\Sa, 
He had his seoxeta;ry,. ilestxoy '-the rca.terial vhich he. fa~d b6 
tQ .be .:uis.1.gn ·cant: or complot0ly ~~atetl to the inquiey int.<> · b7c 

the FSI •--s. investigation to locate Wetl.tbS:tnan £ugi ti ves. UC! re~ed 
ir:aterial which he cOiisidered either ve:r:y sensitive .or. <>:f potential. v.sa 
to the defense in tl't..is eaoe er- to hiFself in lnal:ing any -e:.rplanation 
he might ,~ ~quired tQ give. · · 

ALL INFORMATION CONTAINED 
HEREIN IS UNCLASSIFIED EXCEPT 
liJHERE SHOW OTiiERWISE 

Investigation on -=~,,_-,""""'"---,===--at---.-----..--------Flte #--.,,,.,-------
-iJ. ~ .. ,... ... ~~2 .. ~n7n t;"' ;i,. • m-~ h - 'l'.:r. -....u.= • ., .z.;:7- "' ~·iu~~J..n~...-...1111. u-· -"'-~ · J..one 

bV'~;;=;;-;,;~~,--:r.==,-1r-----------,l/.1,..,,.--b 6 _-·-Date dictated 
Ppec.1.a .... .egent ._! ________ .... rar.:n b7c • Jurua 221!' 197S 

This document contains neither recommendations nor conclusions of the FBI. It Is tl)e proper~y of the FBI and Is toaned to your agency; 
It and its contents are not-to be distributed outs.Ide y~ur agency. , ·• 
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Pr~ Oh.ee;:l:ctlfo.td 1n~:llibiti:.1d. n zi-:~l.L hlac1: l.;;;o':l~-1(,:1:f td.J:..r::cr 
tihii:!1· ~fe~s fttlJ. to i!:l® . t:-:oint of bu.lt;i:trg.-, cc:-.n. t.ai:i:li;r1cy b.i::m.~t-;xj, ttcn ~~-to$<> 
1!a :::ttr.;t:rnd th'..'.l$\:i ':K@~o._ hi~ CQnz'.i,:;.ir(~.n,~~ l!Ote3 ~ f,.r;.i ac2tti.crwlc~1f,GtJ t'l:.C!rirJ 

b6 

.. ,1r..it1llt ht~ ?1. 1.-9.iffor.cnoe Qf .or,.biion·· on ·'ir1t;:e't£~): th-~y v.:~l::'G: ;.wrruona.l p~.tl~;~::ty 
OZ' ·t~OVt.~X'nt~n,t JJJ;¢:::G:t"ty.., . ~~::: ,1:tt'Gfo,UQc1 ·to :t'0i3,ilt"8. it .EIS pcrGCi!~m.l ttr<.\;t~i=:.;( 
r~ut o1fc-,:~~. to riafa~ · it avtJ.:i·lakle :Zo:1: et\E:,Y.:l~n,r~. Dti n<:.~t:1,:::r£J tel$,, Lu:;:1,~ttr~r:1t · 
'.hai;: i:io.saeesi.:t:ln of i:.{ie not:es for i~ wo:rio,J. of sov.-:;~a,, -v1er::e}:n. !n l-076 ars.d · 
-t,d,.,cl'.d:. i.1l:ri;;mt1;:r haver. a cot?Y of it.. Iia· wn.s ad:{d.r;;ct,; si~t,cial D,scn~ ... 1 .............................. ..1 

. i:ould <i~t.o:t":.:1inn: fret~ th~ not,ittt:11;;int .'t:J1,i0,t ~Jc.::y \,nt~t;,.,-;:d i.-:c i2o a];}.::a.:af.: i:J.v~ 
'b7C · 

. :':~;~: f;~l$!C1:!Glf¢ri1. 't:;ii\$, lg:t(U:-, a4vz:vo~1-*: .on, th.i!~ sarDG (lay,, th.<:,)t 
lJ~f ~~totrint:Ql · ,td::tox:-n~y · 1 I wtiiltc.tl -~ c.o~,:f-oz t!i,1 . 11ot?l;co-!i .. 
i?,~ft.1~ With i~. Bl1;zi.o!;~lf¢zd xu.tainL,.~, i:1:1ttf o:i;ir?ihal .i~tl'i; inr1tt-\'ltd::ii.!~.;3 
not to. ~1Detrct it. .. · :;;;re"' 1$!'.tnc!;e;lfol!'u tllCi!l. £tu·:-isisl".l<QU t1lCJ ~Qt~boo!~ f!cx:
C~Pl"i~~~ .. . 
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PLAINTEXT TELETYPE URGENT · 

JU~E 1, 1976 
TO ALL SAC:S AND LEG~_.J __ s . 

C.:,.::.., 1 - Mr. Callahan 
FROM DIRECTOR FBI 7EC. /; nhc. ?'l L 1 - Mr. Jenkins 

~-~E1'.~'f.~US_~~;~Y ___ : .·---····-··· /,.,,,. ~ ,~J~~/;::sD8

t~nt t 
. ··-----" •• _ - ... : .. , _, !· ..:" · 1rec or 

EFFECTIVE IMMEDIATELY, ALL EMPLOYEES ARE HEREBY"~L:,,..·.---1'?, 

IN~TRUCTED NOT TO DESTROY ANY DOCUMENTS, WHETHER IN 

OFFICIAL FILES, P~RSONAL :POSSESSION, OR OTHER~SE, 

RELATING TO SURREPTITIOUS ENTRY OR ANY OTHER SECURITY 

OR IN'l'ELLIGENCE FILES, MEMORANDA, DATA, INFORMATION OR 

PAPERS. THIS INSTRUCTION APPLIES TO ALL COPIES AS WELL f, 

AS ORIGINAL MATERIAL AND TO INDEX CARDS, ABSTRACTS, AND 

SUMMARIES WHEREVER THEY MAY BE LOCATED. 

' ' 

ADVISE ALL EM~~OYEE~ OF THIS INSTRUCTION; :;{ .\ ff I .. w~ : 

Enclos 1 lr~- 6 ' . r,r'\1 11'1.. REC-88 &---/4 J / Ui rJ --~~· i 
.,_ .. ,.. L'\· ~C of teletype furnished AAG, Civil 
-----~ Rights Division by r/s·6/2/76~ I 

NOTE: Mr. Adams requested this communication be prepared in 
response to item #4 in a memorandum from Assistant Attorney General, 
Civil Rights Division, to the Director dated May 28, 1976, captioned /.. ,. 
"Surreptitious Entry Investigation." Ticklers for. , f -;,-: 1ud lr,t •. tt ·· ·' /' 
i ormation onlv at EBIHQ need not bf r.efai)le..d ~ b6 . . • · )/? ,~, · 

per mstrucncrns 011 .... _______ __._, o/lf"10.' , f <b7c r ,;.'\' ' ,1 . 
.... \6 ?-;-~ ..... .,,.<i• 

•Assoc.Dir. Ji\:M•mfd . , { 1 

~:::~I ~ ~· ·• • . ~ APPROVED: J .!,,~~,,..,Ext. AHails........... 1-··J''o,r·::lory t.f·· ··· - · · b"" ~ ~;· ,i· - o p Ji l;flun -- ~ Asst. Dir • ••• /.y">". Assoc. Dir .... -i,J ~........ 1·111. c< cty-azo·c IV · ~ :·:--•f: '"Gd. 1{ . 11.4 ft:oJ.!IF.. 'l 
Adm, So ._ ' o0 p. f\lJ fo:lm .••••.•• ~ Gen. Inv.............. ~-1~ /', Ii::, '.tf2.i"./ tJ) 1vP ,t 

Ext. Affo rs_ .. . . . • • '!11"' Dep. AD lnV";~;.,;uL{~I' ldunt ....•• .,nu····1 H.::t:. fvJgn~t ..... -~J.U"' - .. l 
Fin.~ Pers. - ,' · ' C Asst. Dir.: .• lnspcctionl~~~..... i¾cf.JJnV,.. ·r~···· I~ 2 9 1-$?6 i 
Gen. Inv~-- -·~· · · .} •• , (.. In tell Tl'aining.................... 1: B I ' :~::·eti?f ~'" ·/: f-:oo:~~~UBl\~IRCEAUATl~~\';w;~~;~~~ ' • .. ................ 8 EC [ ! i\E: D \1 z.@@<l P!l H)-1-¼5-£ 0 I Q '{ • 

ra~~;-~ -.;" t ,· / lJ li:1,1 11 i I. . 1mt j I 21 bH ~) e 
Le~.2.L '!fl \/~ E ,-iJ\\i l I••. ,, ' ,·; :. l ' ' ' ' .. ,·' 
Pion.& ·-./';V\ •\\,\..O_?.,,-..-.• ' ' (: 1.'•·.) J .· ,.J<-' '-'ECEIM:0 
Rec .. Mgnt. -~ .. '.. 0

' ~ , , •,. •,"'._J ~~ V 

\ Spe~ •. lnv.__ ~.If', I ti r ,:1' ·)->ffi,~ll U:'"f'-n;:H,:: ;· . /-___. .. / ~. 
Training __ :£' ~ ~ \J .. e_+' 4 f.,. }w WLfCi ll Q ~ y: ~ ;:t~.~~ 

Telephone Rm._~ -~) '' t~ ·-··-·-· - ·~ ;;ty,{! l Director Sec'y_ ~A · r:::J_, , TELETYPE UNIT CJ' 
\ . ;;J \l) - IJ 1~/6 ALL n!FOP.MATIOH COUTAINED FBl/ooJ / 

l --- . -··----- . EEPFIN F IW~J,.J~fiil;)IP:ni;r, . • .' 
\ .· • . , · • DATE 08-05-2009 BY 60324 UCBAT;T/DK/SBZ ,t·y~·~~- .. ...,,1:w•,....-...,,;;,,._ • ......-."....-· , _ _,..._. · -~ ..... ~-.):~· · - · · .\ \ -.~~.; -~-.;·,.· '"""., • . ~h~~:- ~ ..... ;.,,,..,...,.,.._.""tl.,-!f,-.,:-.,,,.,.i"'~v-9':""!:.~~~~~~~~~~,(.._~11.'. 
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ALL FBI IMFORMATION CO?-ITAHJED 

tfl2pmittten± nf Wusfice 
~asqin£to~ ~LQL 20530. 

l1EREHJ IS 

DATE 09-14-2009 BY 60324 UC BAlJ/DK/SB5 M:ly 28, 1976 

) l 

Clarence M. KelJ_ey 
Director 
Federal Bureau of Investigation 

SUBI&::.r: Surreptitious Entry Investigation 

· This is to confirm I£¥ telephone conversation with you 
of yesterday. · 

1) You have agreed to provide us by next Wednesday,. 
June 2, 1976,· with a list of £if-teem errployees· from which 
we will choose-between ten and twelve persons to constitute 
the FBI Inspection Team. Such persons will be chosen based 
upon criteria we discussed :in your office Tuesday r , We will. 
prorrptly set out to :interview and select :those persons upon 
receiving your list. . 

2) You have suggested, as :in the case of Mr. Ix:Jwd' s 
investigation :in Richrrond, that a senior coordinator of, 
the FBI Team would expedite the investigatio:fr. L-i this 
regard, you will be providing two or three names of persons 
from whan we might chose a coordinator. If we do so, it 
is understocxi that the conduct of the :investigation :in 
all regards will pa directed by the Civil Rights Division,· 
and that ·&e supervisor will act only to coordinate and 
expedite Bureau work. 

3} We have tent;atively agreed to use Bureau personnel. 
to assist in this investigation. With this :in mind, we 
are going f'.orward with the foregoing two steps. _If, ·prior to 
actual deployment in the field, either you or ;r decide that the 
use of the Bureau is ill-advised, either of us can reverse 
our current course, in which case the civil Rights Division 
will oonduct the investigation through other means. 

4) Vie ,understand from Tuesday's rneet:ing that you 
will shortly send a protective rrem:>randum to ali field 
offices reminding them of their already existing obligation 
not to destroy any docurrents, whether ·official or in their. . / \ 

f ·t: -, ( I (. () _,.. . .. (~:t ~;, .-/ I ),·/ ,c -- ; / / . 
._ ,i '-~·-'- .... ,~ ,, ' 

r. ,. Q .fi C -
/ ¼-: . ( , 5 , , --,- J-0.J.:.c ' r~--,:(,,-v.-":---~-4~,1 S/1 t ~ ..... L ... .:--,,; • > , :-11?'· ·' l' ",r,.. r ~~WV~ •• }~ 

5"·-.. \~fOS].~ C /,, /',; c 0-,q~-i/ ;, 1 .~.--
?' . /~· 

f 

,. 
i. 



.,:-,. . '· 

- 2 

personal i;:ossession 1 relating to surreptitious entry or any 
otjler security or intell:igence files, ·merroranda, data, 

'inforrration, or papers. "We would appreciate receiving a 
copy of that mem::>randum as SCXJn as it is sept. 

5) · Mr. Shaheen advises rre that the nEM Senate OVersight 
Corrmittee goes into· effect next Tuesday, June 1, 1976, and 
that the probable chairman will be Se.nator Daniel K~ Inouye 
(Dem. , Hawaii) • We may be well advised to infonn ·appropriate 

msnbers of the new OVersight Ccmnittee of the existence of 
the investigation, without disclosing compromising .detail. 
I will advise you further of our views on this matter before 
seeking an api;:oinbnent on the Hill. . . 

6} We have drafted -a press releas~, which I read to you 
on the telephone, which confirms only that an investigation 
into sensitive matters involving the FBI is taking place. 
I would not at present seek to release this informationr. 
but will keep it on hand in t..11e event that the De:garbuent 
feels it necessary or appropriate to respon_d to press 
inquiries. 

7) You have indicated a i;:ossible interest in canvassing 
all members of the ·FBI, nationwide, for .their personal 
knowledge about surreptitious· entries or other- questionable 
intelligence or counter-intelligence activities. Last week 
I suggested that you refrain from executing this. idea (if 
you were inclined to do so) until we had our ~ting on 
Tuesday. Following our discussion on this matter Tuesday, 
I have decided, as I indicated.on the telephone, that the 
decision as to whether or not to conduct such a.canva~s 
should be entirely and independently yours. As I i.pdicated, 
our only request is that should you decide to make such a 
canvass--and again, at this ti.me- we wish to express no views 
for or against such a rrove--we v;ould appreciate some advance 
notice so that ·we can avoid conflict with our existing 
investigation and conflict with the Garrity decision. 

I OUr investigation is now fonnally underway, and we _sincerely 
appreciate your cooperation under the guidelines of .. this 
mem::>randum and our discussion of last Tuesd •. _ · · 

cc: 
b6 
b7C 

Stanley·Pott:inger 
· Assistant Attorney General 

Civil Rights Division -
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MANUAL FOR .BUREAU SUPERV1SORS 

FEDERAL BUREAU OF INVESTIGATION 
UNITED STATES DEPARTMENT OF JUSTICE 

January 2, 1952 

DATE 08-05-2009 BY 60324 UCBAW/DK/ZBZ 

MANUAL NO• ~ 3 
Contents of this manual must be held in 
str~ct confidence and may not be dis
seminated outside this Bureau. Manual 
must be maintained in a safe and secure 
place so it will not be available to 
unauthorized individuals •. 
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[DAILY 't\RRlVALS AND DEPARTURES 

Super.;isors should sign in on '#1 register, 1chronologically in order of 
arrival when ready to commence duty and sign out chronologically at 
time of departure. Time shown must be exact time of signing register 
and not rounded off to·any convenient multiple. Overtime should be 
shown in column so headed after final departure for the day. If 
supervisor is unexpectedly called ba~k to duty and, therefore, has 
additiona~ overtime to record, he should draw a line through previous 
figure and record total after new departure time. 

When supervisor departs on leave, prior to close of workday, he shall 
indicate time of departure in column headed "Departure on Leave." 
If he is not going to return that day he should also sign out in right
hand column headed "Departure." If he is going to return from leave 
prior to end of regular workday, he should sign out only in leave 
column. When he returns from such leave, he should indicate time of 
return in same space where he signed in at beginning of workday. 

Departure from office for breakfast or dinner and return should be 
indicated on register. All departures during workday must be approved 
and there must be appropriate charge to leave. Deductions from overtime 
should be made for absences during nonworkday. Overtime is to be 
computed at close of each workday and not carried over to following day. 

Travel overtime shall not be counted for FBIHQ representatives proceed
ing to any field division while on special assignment, including travel 
of inspectors and aides on inspection, travel of FBIHQ representatives 
on speeches or other special assignment, and travel between FBIHQ 
and Quantico. 

~JNTENANCE OF FIREARMS IN OFFICES 

Firearms assigned to a supervisor may be maintained in his~ drawer 
provided desk is locked at all times when supervisor is not present. 
Firearms may also be kept in locked brief case provided it is main
tained in suitable and safe place, such as desk drawer or file cabinet 
drawer assigned to the supervisor. 

PHYSICAL CONDITION AND MAINTENANCE OF OFFICES 

Rules concerning physical condition and.main,t.~n_§.g~~ of offices and desks 
are substantially same as those applicable to fiel.d offi.ces. The offices 
must be maintained in proper physical condition at all times. 

Supervisors may JU,~iJJ..t..aj.JJ,. Bureau manuals, memoranda, and tlckls!.,(s__cover
ing matters over which they have supervision. An excessive amount of 
supplies should not be maintained in a desk. The interior of desk 
should be clean and well arranged. 

Each office should have access to white-rimmed confidential waste
baskets in which all wastepaper of confidential nature is placed. 
All employees should be instructed in use of confidential and .!lQ!!.
confidential baskets. 

1 
2-25-74 
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(11) -Nota:tJ.ons on yellow 

(12) 

(13~ 

(14 

·~en appropriate, file cqpy of outgoing corr~spondence should 
1nclude...!l9llti..Qn.indicating either that ther~ is no record in 
Bureau files relating to correspondent or summarizing avail~ble 
data. 

Special tags on outgoing mail 

i , ' 

(15) Correspondence from publishers-4 ,~i to~-$.~~,,:,.__ 

When correspondence is received from publishers, editors, journalists, 
or anyone in the writing field, the correspondence shall be discussed 
with the appropriate officials of the External,Affairs,Di.ti-~.t_q__n , 
before a reply is prepared. ' ~.-

(16) Correspondence dealing with public relations 
I 

'Correspondence dealing with public relations and any qorrespondence 
which doe-s not easily fall within a particular investi'gi:lti ve c,las
sifica tion will be PFepared in the Correspondence aJJg. Tou;i:-.§ .Secti au .. 
Such letters should be sent by routing slip to_ \tJ::le' .. c.hief of the 
Correspondence and Tours Section. 1 

(17) Letters of commendat}~ \ 

Letters of commend.ation to Special Agents should, be prepared in the 
[Finance and Personnel)Division. Letters of commendation to law 1

' 

enforcement 4 offfcers ana'ofher~ outside the FBI should be prepa'red 
in .. tne q~or.f~~ponc;l~~e an_d.,. T?l¾.!S Sect¼on. FBI Na tionaj._. A~~dems., 
mail is prepa"'rectin ffiefra1ning Div1sion. \ 

~ Iu_, ~~ ~~ ~ ~./ ss-J ~~-¾~~ J_] ,_, 

e-,JI!. ·~ J,___.__ ~i ..... ____ M--1),_,u__L 3 -3 • - ,..\ ", :.. ,/2.,..~ -- "'~ 
~ \: ~ ~-...o.---\-i ~ G-Cv c..: 

b7C 
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"" ~> " .... Notations on yellow 

' When appropriate, file copy of outgoing correspondence should 
include notation indicating either that there is no record in 
l3ureau fil~s relating to correspondent or summarizing available 
data. 

(12) Special ta~§ on outgoing mail 

Special tags should be used only on mail of urgent nature. When 
an employee places a special tag on outgoing communication, he 
should initial and date tag. 

(13) ...Rewri,tes 

When a letter has been rewritten by someone other than original 
dictator, copy of rewritten letter should be designated for person 
who prepared original correspondence. 

(14) Ticklers on correspondence 

[Retention of tickler copies of unclassified documents will be at 
the discretion and good judgment of each individual FBIHQ super
visor. The number of documents made should be on the basis of 
need and must be carefully controlled to avoid the indiscriminate 
preparation of unnecessary copies. Each Assistant Director will 
have the freedom to monitor the preparation and retention of 
tickler copies in a manner most compatible with the division's 
work.] 

(15) Correspondence from publi§hers, edit9rs, etc. 

When correspondence is received from publishers, editors, journalists, 
or anyone in the writing field, the correspondence shall be discussed 
with the appropriate officials of the[Public Affairs Office] 
before a reply is prepared. 

(16) Correspondence de~ling with public relations 

Correspondence dealing with public relations and any c;~respondence 
which does not easily fall within a particular investiga•tive clas
sification will be prepared in the Corresponci.en,ce and, Ianrs S.~t.ian. 
Such letters should be sent by routing slip to ~he ch~ef of the 
Correspondence and Tours Section • 

. G17) Letters of commendatio..£ 

Letters of commendation to Special Agents should be prepared in the 
Finance and Personnel Pivisjoop Letter of commendation to-1.filL 
enforcement Q.(ii.,G~.!§ .. and others outside the FBI should be prepared 
in the Cauespoodence and Tours S~...:ti.ml- FBI National Academhy · 
mail is prepared in the Training Division. 

28 
5-23-77 
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39. 

40. 

(d) The,overall polygraph program is coordinated by[the Laboratory.J 
· Statistical data and comparative reports are submitted quarterly. 

(e) Tickler copies of all communications regarding all polygraph 
matters should be designated for the[Laboratory,]Polygraph Subunit, 

BUREAU LIBRARY 

(1) The FBIHQ Library·at the present time maintains current reference 
books as well as a limited amount of other literature which are 
catalogued immediately upon receipt. These reference books are 
indexed in the main index which is now maintained at Quantico. 

(2) Current Bureau publications and news magazines are reviewed, 
catalogued and filed in the FBIHQ Library. In addition the out-of
town telephone directories are maintained by the FBIHQ Library. 

DELETED 

PUBLICATIONS - RENEWAL 

Each division should set necessary administrative ticklers.to insure 
an annual reevaluation of all subscriptions to publicatioR~ to coincide 
with subscription renewal date. A c·ontrol file should be maintained 
for filing the annual reevaluation memoranda and this control file is 
to be purged after each annual inspection. 

,/ 

48 
6-23-77 
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··' Office Memoran#,um 
,- ,..f/J 

/ if' 

TO : MR,. TOLSON J£1t1./' yl • 1 

• 

FROM : _THE ·EXECUTIVES CONFERENCE 

i../ __;..-,, 

SUBJECT : /_ • _ , , / .. 

UNITED STATES, GOVERNM~NT . 

·l;\ ~t \} .. 
\ ' / 

, ___ 

,. . 
•:. ,!,.'.~, "·" 

. ~.,_pATE;· . . ?/~0/53 
~ ~.. .. ~ 

··The £':cecutiu_es Conf'erence of -March 5, 1953, co.nsisting of"' 
Messrs. Tolson, Tracy, aughl in, Parsons, Mason,, Belmon:t, Glavin, 
Holloman, Gearty, McGuir and J,fohr, considered the present Bureau 

~

ule w·it;h respect to the X _ tenti,on of ti-elders by Bureau officials 
nd supervisors and specifi lly the rule with respect to the re

ten~ion of original memoranda prepared bu the Director. 

··c The Conference ·was advised iho,t the present Bureau rule with · ~. l resp~ct ~o i}ck_l.e_,:. copJ_~§. of. co r.r..~~p_qryf,.§..n.ce. is .:that tl},ey __ shall, not 
be ~ai~- ~n ~)3s_ of _60 day?,,..__and~_s}}~o_ul,d_ b-e.-(J,f!s.troy_ed, soq,:i~r :f,L b6 
th_ey _ _l}.Q-l!.!!.,._f}.f!rued_:!_;hef,._i:,_ p_~J:P-<i§.!.• It is further provided that at lea.st b

7 c 
, , every·60 days each Assistant Director shall review t~e ticklers in 

~, the possession of -the superviso.rs -f.n his division. to definitely· de
,,, termine whether the supervisors are abiding by the instructions. 

· :, Should the Assistant Director determine that the ticklers in certain 
types o.f cases of a continuing na-ture should be retained for a longer 

~ period of time, the Assis-tant Direcior may so instruct the particular 
~\ superviso~y employee. However, the ·Assistant Director is instructed 

to submit.a memorandum to Mr. Tolson advising him of the iden-tity of 
?{ the supe_ruisor and the ti_cklers he· has approue<i. for retention beyond 

, J ·the 60-day period. Whenever a supervisor has been transferred from 
\:.,: a division or has resigned, before such 1:upervisor deoarts on trans
/ ;..~...,:.fer or ceases active duty, all ticklers in his possession shall be 

~- abtained hy the Assistant Directo~ for review to determine whether 
~\Jhey should be dest-royed or as$igned to the supervisor 1 s successoro 

~.,i:t 
, ~/·:.:., The Oon.terence was· advised that; t;IJ,ere w.a.$.. ry_o _ __:fnst.r..uc,_t_ton ... , 
:-:) lf!P8 ci.[._i, caJ}.Y cqE,~J71g !!.I}Hj ng,_1:,_.JP,~7!}!!..J:9.ndt;r,_, prepa]'ed by .the D!,rector~ 

l2..t_}tf.!.~-ff?._ls on _o r_§..'!.JE.e-2.!?.-hei:_.:Bu.IJLqJL off~ c fqls, a7:d on UJIJ t<;:_h_ o_ri ging,}:, 
:· 11!~1!1:..0!"an:1!! a_ y~llow fJ..!'P.Y l],_q,s, be~(!_!}_J?_repqreq.~ for file THJ.r.,po.se_~~· In 
s-.~ ot~er words., an Ass~s-tan~ J?ire~~o7: ~ould conce~.vably keep th~se 1 
· 01nginal --memoranda indef1,n1-tely., wh1,ch' some :·do.· · .,., ..-' 

1 " -- ~ .. ;__, _,. ~ 

r__ · ·Th'e · Con.ference was unanimously o.f -the op in ion tha-t _o_,:r-.f:_g_j,nq_l_ 
:1m,~~~ng,9-__ P!''!PJJ;.fe_<t.,_by the .Director:. for which a y~llow copy is _pre-: ... 

P'J.f.§.Q._.,for. _tfle .file. should __ b,e _retained for not more t;l),an_ s_i:c mont;hs,. 
· after which period of t_i,m.e. tl:t~Y shou],d be d_estroyeJJ,-8 The Oon.ference 

fe1Ti~that-'t'he--six-month period should be util i,zed because -f;hese 
original memoranda are frequently referred to, particularly ·those 
wh tch are received by Mr.,· :l._'olson, and i,t; was fel-t that a 60-day 
period of time was too short but that.six months would permit; a' 

]Rtl
2

suffioien-t pertad to re,rain suo[!:!1PJ..<:A_~),fa,1fd_a. __ / 4 

1~- APR 10 1953. ~VJ. Y_',.. _,::;~f0\1~~1-s\ ·~(" ~ - :: :-f .,, -~· / 
~Ji: DW ~7" ,, .· . .,.-'tv·. 1 

_ •. -~ :~n ... ~S..~ ~ I:."' ?,.6, · 9~3 unr1.. ~· :: ~ ~ t \ \ ·> -, t_\, "-'-'~ 11i -·oo - Mr. Olegg ,.i" ,.. :: , ·\ •11• • 
' I V • 

,.., .. 
\. ... t', 
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In the· event -the Director agr.~f!S wt-th the unanimous ui,ews of 
the Oonfere~ce,.approprtate instructions w~ll be issued to each 
Asststant Dtrector arid such memoranda prepared by the Director in 
the future wtll be destroyed at the end of six months. 
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UN.ITED STATES GOVERNMENT A~:::;i~;,-Gt-

· Memorandum 
TO DIRECTOR, FBI 

Dop. ).,lo n,_{ _ 

Aul. Olr. t 
• Adrnrn. -- ... 

Comp. Sy.st. -~ 

Ext. Allain -· 
Files & Com.~ 
Gen .. Inv. __ 

ldont. __ . __ 

FROM H •. E. ·HJ~~E·, V .. r .) P 
Inspection _ 

!ntell. __ 

Lal,orotory ~ 
Legel Cou7" ', . 

Pion.& Evt ,. 
Spec. Inv. __ 

Training_. SUBJECT: .qECURI;Y OF FBI OPERATIONS 

I. INTRODUCTION 

As one phase of an Office of Planning and 
Evaluation (OPE) study regarding the security· of FBI 
operations, a survey was conducted concerning the main
tenance of tickler.copies of.communications· at FBIHQ 
and existing practices concerning the accountability of 
documents.'This matter was also· a ½opic of discussion at 
the Executives Conference. 

This survey pertains only to unclassified 
documents. The area of classified material at FBIHQ 
will be dealt·with separately. · 

IMFOPJ![A TI OlJ C DIIT AU.JED 

II. METHODOLOGY HERJ!:IM IS UUC LASS I FIED 

Telephone Rm._ 

Director Sec'y_ 

DATE 08··05-21J09 BY UCEA1,J/DK/SBS 

In connection with the survey concerning accountability 
of documents, the Assistant Director.s or Deputy Assistant 
Directors were contacted in the Training; Administrative, Files and 
Communications, Inspection and the three investigative Divisions. 
In addition, a Task Force Study on Paperwork Management .and 
Document Control, conducted in March - April, 1973 was reviewed'l H 
The Task Force Study was a five-part study of which, "Controls r ./ 
on the Number of Copies on Document Copying Equipment;" was '· .v 
one ~f the parts. · ( ~ _ 

1 
, .•• , ,, 

1 
J l i 

1 Mr. Callahan 
1 - Mr. Adams 
1 - Mr. Jenkins· 

o..~ &,~J. j - /2 { .· .i.,. -·', <.~· y,, . " ,_, - .,../ . J °'-.\,...\J·.,. ~ .. _, r~,~~~ 

~ ./JJ} S Ii r i~ 1; .. t ~1,.....1
-.~ , / 

1 - Each Assistant Director 

\"' £¼,:. . . . "=..~- ~ 

--~- ~-~~~~ J @ ~ / 

i-~1,..__ __ ______.I ~~c 
--- :"I . . !Jt>( ~-

. -~1.··Y 
SEE ADDENDUM: PAGE ;J ·!" 
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MEMORANDUM TO THE DTRECTOR 
RE: SECURITY OF FBI OPERATIONS 

III. DETAILS. 

All persons interviewed agreed on the necessity 
for maintaini~g tickler copies of.documents and policy 
folders as an efficient paper management system. This 
allows .prompt response time· by ellminating document retrieval 
delays. · · 

All but one of the Bureau off·icials contacted in con
nection with this survey felt that the present rule in the Bureau 

·supervisors' Manual regarding ticklers on correspondence, 
which requires the approval· of the Assistant Director to 
maintain ticklers for more than 60 days, was not realistic 
and should be changed. It was felt that a more realistic 
approach would be· to drop the arbitrary sixty-day retention 
rule and leave tickler retention to the good judgment of 
each individual desk supervisor. A system such· as this 
could be monitored by the Section Chiefs who would be 
responsible for insuring that excessive and unnecessary 
ticklers would not be maintained. He could make a review on 
a monthly basis. 

One.Assistant Director.felt that the present system 
worked well in that it gave him a chance to review, every 
ninety days, what ticklers were to be kept in his Division. ··, 

( . -
With the above/ suggested change, each individual 

Bureau supervisor would be· responsible for maintaining only 
those copies of documents necessary for the practical and 

:Ii efficient operation of his desk. Each Assistant Director 
'.,r would be free to monitor the system in any way he felt was 

compatible with the type of·work in his Division and establish 
any additional controls he ~elt necessary. · 

1 
The regulations of The National Archives and Records 

Service (NARS)'contain no requirement to maintain or account. 
'for tickler copies of documents preserved only for conven1ence 
. or reference. · 

In an ·effort tQ control unnecessary copies of 
documents, a.memo should be promulgated to all Bureau officials 
and supervisors, cautioning against the p~eparation of unnecessary 
copies of communications.· · 

-2-
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MEMORANDUM TO THE DIRECTOR 
RE: SECURITY OF BUREAU OPERATIONS 

Emphasis should be .. placed on sending co·pies of 
Bureau conµnunications only to those personnel who have a 

·need to know the information. 

Based on a review of the findings and recommendations 
of the Task Force on Paperwork and conversations with the 
previously mentioned Headquarters Divisions·, there appears to 
be no additional controls necessary on duplicating equipment 
that would be practical. Any additional restrictions would 
impair our efficient operations to an extent that would outweigh 
any sl~ght increase in.security. · 

-IV. RECOMMENDATIONS 

(1) That the regulation regarding ticklers ·on correspondence 
be changed to eliminate the 60~day written.rule. In the future, 
tickler retention will be up to the good judgment of each Bureau 
Supervisor. Each Assistant-Director will establish a system 

. whereby a monthly review by Section Chiefs will be made to 
insure no unnecessary ticklers are bei~g maintained. 

(2) If recommendation #1 is approved, OPE will 
handle Manual changes and.inform all Headquarters Divisions 
of the cha~ges. · 
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MEMORANDUM TO THE DIRECTOR 
RE: SECURITY OF BUREAU OPERATIONS 

(3) That a memo be circulated to all Bureau officials 
and Supervisors cautioning against the preparation of unnecessary 
copies of documents and the'.restricted circulation of Bureau 
documents to persons with t;he "need to know. 11 

(4) If #3 is approved, OPE will prepare the necessary 
memo. 



I 
l / - '· t. .. 71 .. 
, I - ~ ~ r; ~ 

I~ 
i 

' 
l 
l. 
I 

i 

I' 
j 

1 
'l 

l 

I 
j 
i 
1 

MEMORANDUM TO THE DIRECTOR 
RE: SECURITY OF FBI OPERA~IQNS 

ADDENDUM: J. B. Adams/ams 3/8/76 

~ 
~ 

. I agree with the recommended action even though there 
will be some future separate procedures inaugurated regarding 
document control over classified material. 

ADDENDUM - N. P. Callahan - 3/18/76 

I feel the action recommended should be tried for at least a six-month 
period during 'the course of which the Inspection Division in its inspections 
of the Headquarters Divisfons should ascertain that proper supervision 
is being given by the Assistant Directors and the Section Chiefs. 

·~~-~ e,A-1~ 

-1-W-~~-
-r-~~ -vi<..ll...._ 
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MR. MOONEY··· 
: ·MR. MOORE 

·' MR. W~..LSH 

.RE: SECURITY OF FBI OPERATIONS 

The Office of Planntng and Evaluation (OPE} has 
compl.eted a survey concerning the· accountability of tickler 
copies of unclassified documents retained by FBIHQ.~ersonnel. 

" ,, ' .. .. 

· ·, - '-. The cur:rent Bureau po1icy rega;-ding tickle;rs on ·, 
... l·:> ·'" ' -correspondence states that· "Supervisors should retain tickler , 

·.:/ .. ;}~.l}J.:i copies of correspondence for 60 days, so that they -can be. 
-. -., readi1y located when called· for.'. _To main.tain tickler for more 

· ;,t , ~-. ·. : than 60 days, approval of ··appropriate Assistant Director. must 
-;,: · .· :· ._ be obtained. Periodicall.y each Division ·will review its 

. ,_ ::, practices re preparation of ticklers, checking with recipients· .. 
,, :;ssoc. Dir,_,_' a~~ . elitnina~ing th0$9 Wh~~ • .the:re _i~ nO ,dem?nSb:ab~e ne~d • H . •• ,· 

-~ Dep. AD Adm._ .---------- ' , ... ,· ~,., " ... ""~ ... ;._' _ 

·'~·· Dcp. AD,_l~v, ;:-. l 
Asst. Dir;! ', ~ 

~ Admin, __ · 1 
, '., Comp. Sy~I •. _ \ 

. - Ext. Affa,rs ~ I 

b6 
b7C 

', ::~.

5

1~v~~m, I : aeb {23) r 
ldenl. _, _ ,· 

1 
/ 

.1~ .Inspection_ cur . !' 0· • 
Intel!._ fA ..., {'),fi: . . 
. ~;1::~o;::?'·- rjJ") I · 1 · '1 b , . 

· Spec. Inv.,__ I.,~ ' d \ , 
•• Troining ~ // ~ ' fflf/ \ .-f l 'IV • , , • . 

Legal Cour,_~ f:1 Y { ' l ~ • ...... 
5 l.~~~:·1 J~qOOM CJ TELETYPE UNIT P-· ~-: 
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Memorandum --
DATE: 3/30/77 

AssoC:. Dir. __ 

Dop. AD Adm._ 
Dop. AD Inv._ 

0

Asst. Dir.: 
Adm. Serv. ___ _ 

Ext. Affoirs __ 

Fin. & Pers. _ 

Gen. Inv. __ 
ldent. __ _ 

Inspection_ 
Intel!. __ _ 

Laboratorr -· 

Lega 1 C~uri't:--- _, 
P!Cn~& fi€v~l.:../" 
Rec. Mgnt., __ 

Spec. lnv. ____-= 

T ra ini,;\,(f;?, 
Tolephcmo Rm._ 
Director Sec'y .,, __ 

Reference H. E. Hoxie memorandum to the Director 
dated 2/27/76, captioned as above (copy attached). 

PURPOSE: vf/ 
To provide the Director· with an evaluation of f '· t 

the year's trial period during which a change in the guide-f
1 

lines for retention of tickler copies of unclassified documents 
was instituted on a trial basis. This change allowed for 
retention of tickler copies. based upon the discretion of 
FBIHQ supervisors. £X · 

~- -106 Rr:"Jc 
SYNOPSIS: .~l.,- d_ j f ) r'/ 

''l 
I 
i 

) :t;v::, 06· .. 1•1 
... :iiA~"'i... . " ; 

Current Bureau ·pol.icy .states, 11 Supervisors should 
retain tickler copies of correspondence for 60 days, 
To maintain tickler for more than .60 days, approval of 
appropriate Assistant Director must be obtained." ·By l1' 
reference memorandum, the Director approved the elimination ~ 
of the 60-day rule on a trial basis and·permitted tickler 
retention to be at the disc-retion of each individual desk 
supervisor. Each Assistant Director was free to monitor 5 
the system in any manner most compatible with the division's ~ 
work. During the trial period the Inspection Division was ~ 
requested to insure that proper supervision was provided O 
the maintenance and retention of tickler copies. Director t 
requested that an evaluation be made after the year's trial 8 
period. Survey conducted of FBIHQ divisions 3/77, established 0 
that none of the divisions experienced any difficulties under ~ 
the modified retention guidelines. All divisions agreed the 
modified guidelines permitting tickler_retenti~t~~he dis
cretion of FBIHQ supervisors remain ·in erfect. TWe~bTT1&e~ 
of Ins?e~tions fou~d nothi~g to_ind~c~t 7 othe~~han proper '. 
supervision was being provided by d1. vision man·agefttW'nt4fi<SIT ~ 

i ' ·~ .. ~.a~-::;.;: 
the propelana£ntenance and retention of tickl~r copies.~~ 

\ % . 
C(f'(., GJ:;JC:~~ij t~_stm.~'1 b 6 . 

t
. , ~n:r:'"' -~-r .. I b7c -1-x------XERO~ 

1, ), 7 111...,li. Training Division' (Attn: Manuals Desk) 7Pt2 o.,19?7 
, , 1 ,. ··\ 

1 
7

3
) 1-\!f I 

CONTINQED - OVER 1 
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Memorandum to the Dire~tor 
RE: SECURITY OF FBI OPERATIONS 

RECOMMENDATIONS: 

1. That the Director approve the proposed 
tickler retention guidelines which permit retention of 
tickler copies of unclassified documents to be at the 
discretion and good judgement of individual supervisors 
to be monitored by Assistant" Director 9 . 

2. That upon approval of recommendcttion number 
one above; the Forms Desk, Training Division, make the nec
essary manual changes. 

DETAILS: 

APPROVE°Pif D. Adm. SNv ......•..•...••• 
Ext. /'>ifGlrs .••.•.•.•••.•. 

_ Dlrectoc:·············· .. iin. :-.. i' _-: .· .. ,. .......• ., 
/\sscc. Dli ............. ·-··· ( ~'l,n. l;~V,ut ... ·~··u~ ....... ~ ..... .. 

D~p. Ji.D ~,dm ......•.••. 

Dcp. AD Inv •.•••••••••.•. 
1,1cr:t .......... ll ..................... ,. .... .. 

ln~"P ........................ . 

Li:e~,I Coun ••..••••••..••. 

Pi ~:i .. & Jnsp.~ ............. : .. 

f!-i.c. i!igt~ ........... ~ .. ,. ............. . 

~- ::. 1. Scrv . ................ .. 

,,t._,__ ........... ·v·· 
Jromin .••• ~ 'dL ... .., '~""" '1li f ... ..J. 

Bureau policy states, "Supervisors should ~etain 
tickler copies of correspondence for 60 days so that they 
can be readily located when called for. To maintain tickler 
for more than 60 days, approval of appropriate Assistant 
Director must be obtained.· Periodically each Divis~on 
will review its practices re preparation of ticklers, 
checking with recipients and eliminating those where there 
is no demonstrable need." By referenced memorandum the 
Director approved eliminating the rule requiring the approval 
of an Assistant Director to maintain ticklers for more 
than the 60 days and instead· permitted tickler retention 
to be at the discretion and good judgement of each individual 
Desk Supervisor. This new procedure allowed monitoring 
by Section.Chiefs who would be responsible for insuring 
that excessive and unnecessary ticklers would not be maintained. 
It also allowed each Assistant Director the freedom of 
monitoring the ·system in any way he felt wquld be compatible 
with the type of work in his Division •. Any controls he 
felt necessary could be established. During the one year 
trial period, the Inspection Division, when inspecting 
Headquarters Divisions was to ascertain that proper supervision 
was being given by the Assistant Directors and Section 
Chiefs to the maintenance and retention :of tickler copies. 
The Director requested an evaluation be made after a one 
year trial basis and that he be advised of the results. 

-2-' 
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Memorandum to the Director 
RE: SECURITY OF FBI OPERATIONS 

An evaluation of the yea~' s t'rial period was 
made through a dissemination of a questionnaire form to 
all FBIHQ divisions. Responses from the divisions were 
unanimous to each question indicating that: (l) none of 
the.divisions experienced ~ny difficulties during the 
trial period regarding the maintenance and ·retention of 
ticklers under the modified guidelines, (2) all divisions 

· agreed that the modified guidelines·which allow tickler 
retention of unclassified documents be left to the good 
judgement of each individual FBIHQ supervisor and that each 
Assistant Director is free to monitor the system in a manner 
best suited to his division and the division's work shouid 
remain in ef feet., and ( 3) none of the di visions recommended 
that tickler retention be limited to a certain time period 
such as 60, 90 or 120 days. 

The Records Management Division noted the new 
retention guidelines would be in keeping with good records 
management practices and would be in line with the Code 
?f Federal Regulations, Title 41, Section l0l.ll. This 
section primarily contains rules promulgated by the National 
Archives and Records Service regarding record keeping which 
is applicable to all f~deral agencies. 

This division also noted that a procedure followed 
by one of their branch~s to control tickler retention is a 
monthly .reminder sent to all Section and dnit Chiefs to 
destroy all unnecessary ticklers. 

_The Administrative Services Division suggested that 
it be emphasized that ticklers should be made on the basis 
of need only as opposed to indiscriminately·making ticklers. 

The Office of Inspections, Planning and Inspection 
Division noted that only two FBIHQ ·divisions had been in
spected during the trial period, External Affairs and Records 
Management Divisions. The maintenance and retention of 
tickler copies of unclassified documents was specifically 
looked into during both inspections and there were no findings 
to indicate that other than proper supervision was being 
given by the division's management to this matter . 

. -3-
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PROPOSED CHA..~GES TO MANUAL 
FOR BUREAU SUPERVISORS 

March 31, 1977 

It is proposed that Section 20, It~m 14, be 
changed to read as follows: 

Retention of tickler co ies of unclassified 
documents will be at the discretion and good jud .ent 
bf each individual FBIHQ supervisor. The number bf 
documents made should-be- on the basis of need'and must 
be carefully controlled to avoid the indiscriminate pre
paration of unnecessary copies. Each Assistant Director 
will have the freedom to monitor the preparation and 
retention of tickler copies in a manner most compatible 
with the division's work. 
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